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M ni mum Qual i fication Specifications
for the Cl asses:

VEDI CAL RECORD TECHNICIAN V, VI, & VI

Experi ence Requirenent:

Except for the substitutions provided for el sewhere in these
speci fications, applicants nust have had progressively
responsi bl e experi ence of the kind and quality described bel ow,
and in the anmounts shown in the foll ow ng table:

Class Title Gener al Speci al i zed Tot al

Exper Exper Exper
Medi cal Record Tech V 2-1/2 0 2-1/2
Medi cal Record Tech VI 2-1/2 1 3-1/2
Medi cal Record Tech VI 2-1/2 2% 4-1/2

General Experience: Experience in a nedical record
departnent of a hospital or allied nedical care facility, or in
an allied health or medical program which included such duties
as filing nedical records, posting data onto nedical records,
cross-indexing data, conpiling nunmerical data from nmedi ca
records or reports, typing nedical reports, and work of a
conpar abl e nature. The experience nust have denonstrated
know edge of medi cal term nol ogy, office practices and procedures
pertinent to medical records processing and nai nt enance, common
of fice appliances and equi pnent; and the ability to perform
arithnetic conputations, follow oral and witten instructions,
operate various kinds of office equi pnment and deal tactfully and
effectively with others.

Speci al i zed Experience: Experience in a nedical record
departnment of a hospital or allied nmedical care facility which
i nvol ved the performance of paraprofessional nedical records work
requiri ng know edge of the nature and uses of nedical records,
nmedi cal term nol ogy and established nedical record
classification, coding, filing and indexing systens; and the
ability to analyze and file nedical records and prepare reports
and summaries from nedi cal records.
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*Supervi sory Aptitude: Applicants for Mdical Record
Technician VIl positions nmust denonstrate possession of
supervi sory aptitude. Supervisory aptitude is the denonstration
of aptitude or potential for the performance of supervisory
duties through successful conpletion of regular or special
assi gnment whi ch invol ve sone supervisory responsibilities or
aspects; by detail to supervisory positions; by conpletion of
training courses in supervision acconpani ed by application of
supervisory skills in work assignnments; or by favorable
apprai sal s of a supervisor indicating the possession of
supervi sory potenti al

Substituti ons All owed:

1. Excess Specialized Experience may be substituted for
CGeneral Experience.

2. Graduation from high school with courses in basic
English and arithmetic may be substituted for six (6)
nmont hs of the General Experience required.

3. Successful conpletion of a substantially full-tine
equi val ent clerical curriculumleading to a degree or
di ploma at an accredited post-secondary school which
i ncl uded courses in basic English, arithnetic, general
clerical procedures, and office machi nes may be
substituted for one (1) year of the General Experience
provi ded the duration of the training was for a year or
nor e.

4. Successful conpletion of a substantially full-tine
equi valent clerical curriculumleading to a degree,
di pl onma or certificate of achievenent at an accredited
post - secondary school which was for a period of |ess
than one (1) year may be substituted for the General
Experience on a nonth-for-nonth basis, provided the
training included courses in basic English, arithnetic,
general clerical procedures and office machines.

5. Successful conpletion of baccal aureate degree courses
at an accredited university which included courses in
Engl i sh conposition and col |l ege mat hemati cs nay be
substituted for experience on the basis of 15 senester
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hours or 23 quarter hours for six (6) nonths of General
Experience, up to a maxi num of one (1) year.

6. Successful conpletion of a two-year nedical record
techni ci an program at a post-secondary institution
accredited by the American Health Information
Managenment Associ ation may be substituted for all of
the requirenents for the class Medical Record
Techni ci an V.

7. Successful conpletion of the correspondence course for
medi cal record technicians or the Independent Study
Prograns in Medical Record Technol ogy conducted by the
American Heal th Informati on Managenent Associ ation, and
conpl etion of the associated 30 senester credit hours
or 45 quarter hours specified by that body nay be
substituted for all of the requirenents for the class
Medi cal Record Technician V.

8. Successful conpletion of a nmedical record technician
program of | ess than two years duration at a post-
secondary institution accredited by the Anerican Health
| nf or mati on Managenent Associ ation may be substituted
for the General Experience on a nonth-for-nonth basis.

9. Possession of a current Accredited Records Technician
certificate received through successful qualification
on the national accreditation exam nation adm nistered
by the American Health Information Managenent
Associ ation may be substituted for all of the
requi renents for the class Medical Record Technician V.

Qual ity of Experience:

Possessi on of the required nunber of years of experience
will not initself be accepted as proof of qualification for a
position. The applicant's overall experience nmust have been of
such scope and |l evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.
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Sel ective Certification:

Speci al i zed know edge, skills and abilities may be required
to performthe duties of sone positions. In such positions,
certification may be restricted to eligibles who possess the
perti nent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nust show t he
connection between the kind of training and/or experience on
which they wish to base selective certification and the duties of
the position to be filled.

Tests:

Applicants may be required to qualify on an appropriate
exam nation

Physi cal and Medi cal Requirenents:

Applicants nust be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or wthout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities in these or other areas will not automatically
result in disqualification. Those applicants who denonstrate
that they are capable of perform ng the essential functions of
the position will not be disqualified under this section.

Any condition which woul d cause applicants to be a hazard to
t hensel ves or others is cause for disqualification.

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the nedical exam nation, and requires the approval of the
Director.
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Ment al / Enoti onal Requi renents:

Al'l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi ti ons.

This is an anendnment to the m ni num qualification
specifications for the classes Medical Record Technician V, VI
and VI, which were approved on Septenber 26, 1988.

DATE APPROVED: 7/25/95 /'s/ Ann K. Kon

JAMES H TAKUSH
Director of Human Resources Devel opnent



